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1. Pacific Overview

Drupal is an open-source CMS platform utilized for millions of websites
throughout the world. Colorado Interactive built the Pacific platform using
Drupal to provide CMS users the ability to customize their website with fewer
restrictions than seen on other CMS platforms. Multiple user types (Minisite
Administrators (MSA) and Content Managers (CM) exist within Pacific to allow
for different permissions based on the needs of the website managers. The
Pacific platform facilitates a website that can be easily modified to update its
look and feel, edit existing content, and populate new content.
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2. Help and Contacts

If you have questions or issues when populating your content, contact your
Colorado Interactive Project Manager directly. Once your website is live, please
contact Colorado Interactive’s Service Desk during business hours using the
contact information below:

EMAIL: partnersupport@www.colorado.gov

PHONE: 303-534-3468
800-970-3468 (Toll Free)
(Available Monday-Friday, 8:00 a.m. - 5:00 p.m.)

MAIL: Colorado Interactive
600 17th Street, Suite 2150 South
Denver, CO 80202

All project communications - issues, requests, questions, and/or concerns
must be sent to the Entity Project Manager, serving as the single point of
contact with Colorado Interactive.

If escalation is necessary, the Entity Project Manager will reach out to the
appropriate contact at Colorado Interactive.

Pre-deployment questions/issues - Contact your Colorado Interactive Project
Manager

Post-deployment questions/issues - Contact Colorado Interactive Service Desk
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3. General Information

The following section provides instructions on logging into and navigating your
Pacific website, saving and publishing content, and creating revisions.

3.1. LOGGING IN
In order to log into the site, a user must have requested and obtained login
credentials. Contact your Entity Project Manager to get a new Pacific account.
1. Navigate to www.colorado.gov/pacific/user.
2. Enter your credentials and click Log in.

3.2. ADMIN MENU

When logged in, you will see a red bar across the top of your screen. This is the
admin menu. You will use the admin menu to return to your user profile page;
log out; and create, edit, and search content.

The house icon will take you to the minisite homepage; hover over it to get the
User Profile Page option.

Hover over the Content section to see options create new content and view a
list of existing site content. The easiest way to locate, edit, and delete existing
content is with the Content (Current Site) view, accessible in the Content
section.

L] My Workbeach Comunt Poopia

COLORADO
Otticial Stase Wk Portal

3.3. CONTENT (CURRENT SITE) VIEW

The Content (Current Site) view is a sortable table that shows all site content.
Access this view by hovering over Content and selecting Content (Current Site).
Users can filter content by Title, Type, Author, or Published/Unpublished.
Additionally, users can view, edit, or delete content directly from this view.

A feature that is available from the Content (Current Site) view that should
only be used infrequently is mass operations, which allow users to publish,
unpublish, delete, or change authoring information on multiple pieces of
content at a time.
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3.4. PUBLISHING
After creating new content, select the Publish button at the bottom of the
page to add it to your minisite. Publishing content automatically saves it.

You can save your content without making it visible to unauthenticated users
by selecting the Save button. Content that is saved but not published will not
show in the navigation menu. Any links to unpublished content will result in an
error message for unauthenticated users; authenticated users will see
unpublished content with a light pink background.

URL path settings
Automatic alias

Scheduling options
Mot scheduled

Authoring information
By kharrison

Save Preview Publish

3.5. SCHEDULED PUBLISHING
Clicking Publish or Unpublish causes content to instantly be available to or
hidden from unauthenticated visitors to your site, but you can also schedule
content to publish and/or unpublish at a specific time and/or date.

1. Click on the Scheduling options tab at the bottom of the create screen.

2. Enter the date and time you wish to publish and/or unpublish your content.

a. Note that this feature uses a 24-hour clock.
3. Click Publish.
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Scheduling options Date

Authornng informanon
By kharmo eave the date blank for v

3.6. CREATING REVISIONS
If you create a revision while editing content, you will be able to revert back to
that version later. We recommend saving revisions prior to making significant
edits to a page. To save a new revision:

1. Click on the Revision information tab at the bottom of the create screen.

2. Select the Create new revision checkbox. Enter descriptive text in the message

field, if desired.
3. Save or publish the page.

sian / FrALDE G MENA0e

s amiege

3.6.1.Reverting Content to a Previous Version
Pacific allows users to revert content to previous versions if new revisions were
saved as explained in Section 3.6. To revert your edits:

1. Click on the Revisions tab at the top of the selected page.

SELF STUDY TIAIMING CLURICLL LM

2. Find the saved version that you want to revert back to.
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Revisoos (oe Sedf-Sturdy Travmong Curricalan . o W om evon BV Vi ——

3. Click on the revert link in the Operations column.
4. Confirm your request by selecting the Revert button.
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4. Creating a Page

1. Go to Content > Create > Page.

H Content  People
Create Blog Entry
Content (All Sites) Event

My Workbench

Content (Current Link
Site)
News

Page
Slider Image
Social Link

Text-Area

Webform

2. Title your page.
3. Select the minisite(s) with which your page should be associated. If you are
only provisioned to one minisite, that site will automatically be selected.

Create Page

Title *

CGroups audience * /

Dept of Usahd Facts
Dept of Termific Norsanse

4. Populate the content of your page within the WYSIWYG area:

Baly Sout Lanenmy)
Sl UsSnsann t = s - LA R Y h - AR sJALN
- ’ BRASOSRONY ?EQ l

5. Save or publish the page.
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5. Adding a Page to the Navigation

1. Select the Provide a menu link checkbox.

...........

2. Provide a menu title. If this field is not changed, the menu title will default to

the page name.

3. Select a parent item to indicate under which menu item the new page should
appear. If no parent page is selected, your page will be added as a top level

item within the navigation menu.

4. Weight your page. A lighter page (smaller numbers, e.g., -25) will fall further
left or higher up in the navigation than pages with a heavier weight (larger

numbers, e.g., 25).

COLORADO
Official State Web Portal

Pasriner |

Weights determine how far

1o the left oc right {or up or
down, for child pages) a menu
item will appear within the
navigation.

ractive Help You?

5.1. ADDING A PAGE TO THE LEFT NAVIGATION

The top navigation can be duplicated within a left navigation menu on pages
and webforms by selecting the Display Left Contextual Menu radio button

beneath the body text area of a page.

CITROSE T 1 TS LTRSS 6T e

256 Mt

Display Left Memn? * /
t x Menu

® Diusplay Left Conmtextua

o Not Display Left Contextual Menu

tyges 1xt pdl jpg jpeg pog oif doc doca xis xicx ppr ppts 2
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6. Adding a Page to a Category

MSAs must create at least one category before CMs can associate pages with
categories.

1. Begin typing the category name in the Categories section, which is located
toward the bottom of the Edit/Create Page screen.
a. Click Add another item to associate the page with multiple terms.

Menu setungs
- Q o Provide 2 menu link

Revision information Menu link title

2. Save or Publish the page.
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7. Adding an Image to a Page

Images help break up large areas of text with illustrations, photographs, and
graphics that supplement the text within the page. We recommend adding
images using Scald, which is addressed in Section 11. However, users can also
add images using the image buttons within the WYSIWYG toolbar.

1.

w N

Click on the image button in the WYSIWYG toolbar.

Pacific CMS
User Guide

mdy 00w vasenaryl

= 7

= ¥qQ

Bl USkREABANES - - .{3,.5_.,\,,-_ ~ Ay
BYoagRex a8

AN Y]

Click the Browse Server button located within the Image Properties dialog box.
If the image has not yet been added to your image server, click the Upload
button in the top left corner of the next pop-up box. Otherwise, proceed to

step 4.

Fis Buwes - Coogu Canme

Select the image from the list in the File name column. Then click Insert file.

Add alternative text in the Image Properties dialog box.

a. Alternative text is used by screen readers to describe images to users
with vision impairments. It is important that you entre descriptive text

to assist these users and to be 508 compliant.

Image Properties

Image Info Link | Advanced

field

71166/button-CM%:20Trai

URL
/pacific/sites/defaultiile

Alternative Text
Content Manager Training

; . X
-Enter descriptive text
in the Alternative Text

Browse Server

Width Preview
280
Height a ¢
37 ipsum dolor sit amet, consectetuer adipiscing elit.
Manranac frrimint ramemacIIa tAdinm Mlancanac mn f1a0

6. Make any other desired changes within the dialog box. Setting the alighment
functions similarly to text wrapping in a word processing program.
7. Click OK.
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8. Adding Links to Content Text
Add links to your content text using the steps below. This process is the same
for any content types that use a WYSIWYG to add text to Pacific.

1. Within the WYSIWYG area in the edit screen, highlight the text you want to
turn into a link and click the link button from the WYSIWYG toolbar.

Body (Edit summary)

B 7 us®laasaffo:sz  » EFUA-B-X‘)&.

- EHREQLYL 00 8 0 X9 7

nade specilicaly With guvsenmeant sofises in mind |
wrvcipaities  and specia! datricts  Pacific haa 2 steering ¢

r comemunity and cecide how to bast implement the

Curioas about which features aw akeady implemented in Pacific nue 1 aaf datioem|

2. Add the destination URL to the URL field within the Link dialog box. It is best
to copy/paste the URL to ensure it is accurate. Change the Protocol dropdown

to the correct setting.

Link x

Link Info Target || Advanced

Link Type
URL r
Frotocol URL
hitpsf ¥ www.colorado.govipacificnode 10401
Elrnwseﬁer'.rer
/ Enter URL

Set protocol

Cancel »

3. Click OK.

Note: We recommend using relative path links when creating links to Pacific
pages. Learn about creating relative path links in the Creating Relative Path
Links in Pacific guide, available at www.colorado.gov/goingpacific/pacific-

training.
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9. Using the Scald File Management Tool

Scald is a file management tool that allows users to share files and images
across their minisite(s) using atoms. Atom is the term used for the individual
items within Scald. Scald is ideal for files that are frequently updated since the
tool allows you to easily replace them without breaking links.

As a CM, you can use all atoms within your minisite(s), but can only edit and
delete those that you created. Speak with an MSA-level user for assistance
editing an atom you didn’t create.

9.1. CREATING AN ATOM

Scald is accessible from create/edit screens for the following content types:
blog entries, events, news entries, pages, and text areas. Navigate to a Create
or Edit screen for any of these content types and follow the steps below to
create an atom.

1. Select the appropriate icon beneath the plus sign to add a file or image atom.
a. File atoms allow the following file types: txt, pdf, doc, docx, xls, xlsx,

PPt, pptx, zip
b. Image atoms allow the following file types: jpg, jpeg, png, gif

Open/Collaspse Scald == Flowers

e

Create file atom s——————————— > Testing_File ' a
[} Vie £ clats

|

Create image atom == ﬁm‘w = .

view Edn

2. Browse for and upload the desired file or image. Click Continue.

Create Atom

source » Add » Options

File Choose File | Mo file chosen Upload

Continue Cancel

3. Complete the information on the Create Atom screen.
a. Use tags to make it easier to search for atoms later. Use commas to
separate tags if using more the one.
b. You can assign an atom to any group(s) to which you are provisioned.
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Source » Add » Options

Ticle * Mesting Mirutas 2015-11-02

Tags

Croups audience -t

File *

Descnpton

Board Meating Minutss T

Dept of Tenific Nonesnse

f Uselul Facts

4. Click Finish to save the atom. Upon clicking Finish, the atom will be available
for all users provisioned to the minisites selected in the Groups audience menu.

9.2. ADDING AN ATOM TO A NODE

Users can add file atoms to pages and other nodes by dragging them into the
WYSIWYG or by creating links. Atoms will function the same way with both
methods (e.g., users will download documents, links will not need to be
updated when a file is uploaded), but have a different appearance on the page.

Dragged atoms
have icons to
indicate file type

Linked atoms can
be formatted like
all other text

Meeting Minutes 2015.11.02

Add image atoms to pages and other nodes by dragging them into the WYSIWYG.

9.2.1.

Dragging an Atom to a Page

1. Enter the Edit or Create screen for the node to which you want to add an atom.
2. Locate the desired atom by expanding Scald. To narrow results, search for
atoms using Title, Type, and/or Tags.
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Click 1o expand Of e PN
collapse search
Mesting Mimmes 2088 1) |
"
. ’o SENIS Posion o
Norrow resulty
using Title, Type, TRa I
andior Tags
Mgt | tepant amiall g
r
nnm- SR
s S GO Graves Fmal pvy
\ MW e ANIATEL ) q

3. Click and drag the atom into the WYSIWYG area. Delete extra text if desired.

Body (it summary)

Mestiog Minstes 2015-11.02
Mesting Minites 2015-11-02. by "
Khaneway

B yusEaamio::

If desired, delete atom title
and authoring information
after dragging atom into
WYSIWYG area

9.2.2.Linking a File Atom in WYSIWYG Text

1.

Enter the Edit or Create screen for the node to which you want to add an atom.

2. Locate the desired atom by expanding Scald. To narrow results, search for
atoms using Title, Type, and/or Tags.

3.

Right click the View link that correlates with the atom. Select Copy link

address (Chrome) or the comparable option in your browser.

Right click
View link

Meeting Minutes 2015-11-
| 02

- \/icww Edit Delete

4. Create a link as described in Section 8 on page 14.
9.3. EDITING AN EXISTING ATOM
1. Click the Edit link that correlates with the atom you wish to edit.
Click =2 | | Meeting Minutes 2015-11- [§
Edit link i = 4 v Edit  Delete
1. If replacing the file within the atom, click the Remove button next to the file

or image name within the Edit Atom screen. Then browse for and upload the
new file or image. Make any desired changes to other fields.
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Source » Add » Options
Tirke * Mosling Minses J015-140.49 0]
Tage Board Mosting Mimnes Test
Croups sudiesce * Dot of Uselie Facts
Diégt o Tandic Huimanne Remove existing file

File Test Fe 2 a2 115 tyrea
Descnpoaon

Ryt AnCe

2. Click Finish.

9.4. DELETING AN ATOM

It is generally advisable to edit an atom to contain current information instead
of deleting it because end users will see an error message if an atom that is
within the site content is deleted.

pellentesque erat mollis ac. Praesent dictum pretium pretiom. Ut dictum mollis auctor.
Deleted atoms will produce an
invalid Scald ID. @« error message if they remain in
the WYSIWYG area of a node

If deletion is necessary, click the Delete link that correlates with the atom.
Then click Delete on the confirmation screen.
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10. Creating Custom URL Aliases

Users have the ability to create custom URLs for pages and other content
types. All URL aliases must be unique; you will receive an error message if you
attempt to create a custom URL that is already in use elsewhere on the Pacific
platform.

1. Click the URL path settings menu tab at the bottom of the Create or Edit
screen.

2. Uncheck the Generate automatic URL alias box.

3. Enter the desired custom URL.

4. Save or publish the content node.

Menu settngs -
= . STUDY TR s e » Cenerate automatit URL alias

Revision information

URL alias

pacific-lraining

URL path setungs

Sthedulng options

Authoring miormanon
Publishing optiom

Preview view changes Deiste Unpubtish

If you do not create a custom URL alias, the URL will be automatically
generated based on the page title. This means that changing the page title will
change the URL unless you uncheck the Generate automatic URL alias box. Find
complete instructions in the Preventing Changes to Pacific URLs guide,
available at www.colorado.gov/goingpacific/pacific-training.
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11. Editing Existing Content
All content types can be edited from the content list view. Pages and certain
homepage items can be edited by navigating to the content within the minisite.

11.1.EDITING CONTENT FROM THE CONTENT LIST
1. Click Content (Current Site) under Content within the admin menu.

Content  People
My Workbench
» Create

Content (All Sites) SR

4 Content (Current
 sammmmgl Site) View | Edit

2. From the list view, find the node you want to edit and click the corresponding
Edit link. You can browse or search to locate the node.

D WAND & OPERATIONS

3. Edit the node and click Save.

11.2.EDITING PAGES WITHIN THE WEBSITE VIEW
1. Navigate to the page you want to update. This process will also work for blog
posts, events, news posts, and webforms.
2. Click the Edit tab at the top of your screen.

Content People

Colorado e omeawe o

View Edit

3. Edit the page and click Save.

11.3.EDITING HOMEPAGE CONTENT WITHIN THE HOMEPAGE
Content managers can edit the following content types directly from the
homepage:

Blog posts
News posts
Slider images
Text areas
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1. Hover over the content area you want to update.

Pacific CMS
User Guide

2. Click the gear that appears in the upper left corner and select Edit Content.

Welcome.

Sotzy i smet, smTIBCctetar by elit. Yriege now tadles nec durs KCETAS

10 @mt ferrreen by facban gede £l digrnater owrn gun wlarTermee duscd

Wraet et

Srre

S TADR, Pt Rer sed fuse

N s

moadhe Ut ared Devvet e bl s Slawsy dig

VS Bhee ST 2evet, COMMECTHtuT DTPDCOG ¢ e Tetlst 1w Fias
lxTwh S0 fovrrenntuont, fauxiban Ugsla. [riaes o © 10N WA e Pt A

Yeutiuties 2hil turpey, portersr wed lebartis sed. ool

3. Edit the node and click Save.
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12. Publishing/Unpublishing & Deleting Content

The Create/Edit screens have several button options at the bottom of the
page: Save, Preview, Publish, Unpublish, and Delete.

e Saving content will save all changes without changing whether the node is
published or unpublished (i.e., published pages will remain published,
unpublished pages will remain unpublished).

e The preview button shows a preview of the node.

e Publishing content saves changes and makes the node visible to
unauthenticated users.

¢ Unpublishing content saves changes and hides content from unauthenticated
users.

¢ Deleting content permanently removes the node and any revisions from the
minisite.

You can publish, unpublish, or delete multiple nodes at a time within the
Content (Current Site) view.

12.1.PERFORMING MASS OPERATIONS
1. Navigate to the Content (Current Site) view.

Content  People
My Workbench
» Create

Content (All Sites)

4 Content (Current
gl Site) View | Edit

2. Check the boxes in the left column the correlate with the content items you
want to update.
3. Select the appropriate operation for the Operations dropdown menu.

OPERATIONS

" AuTioe M SMD WIMTD v OMEATIONS

2005001028
~ 10 $0am

2009)1 120
-1l &3am

K507

-4 |6pm

4. Click Execute. You will get a confirmation page if deleting content; publishing
and unpublishing operations do not have confirmation pages.
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13. Creating Social Media Icons/Links

Social links increase referral traffic to your entity’s social media pages. Social
links display across all minisite pages toward the bottom right of the screen.
More recently created social links will appear to the left of older social links.

1. Go to Content > Create > Social Link in the admin menu.

Content  People
Create Blog Entry
Content (All Sites) Event

My Workbench

Content (Current T
Site)
News

Page

Slider Image
Social Link

Text-Area

Webform

2. Select the appropriate social media platform.

Social Network *

Facebook
Linkedln
Twitter

Instagram

3. Select the minisite(s) with which the social link should be associated in the
Groups audience menu.
4. Paste the URL for your entity’s social media page in the URL field.

URL *
https:/fwww facebook.com/Colorado.gov

5. Save or publish the node.

Repeat this process to add links to multiple social networks.
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14. Creating Blog Entries

An MSA must set up the homepage to display the Blog block in order for blog
entries to be accessible without the use of a link.

1. Go to Content > Create > Blog Entry in the admin menu.

Content  People
Create
content (All Sites)

My Workbench

Content (Current
Site)

Title your blog entry.

Select the minisite(s) with which the blog post should be associated in the
Groups audience menu.

4. Populate the content of the blog entry in the WYSIWYG.

w N

Tithe *

Croups sudience *
Dot of Usetd Faos
Dgt of Tdertle Nigrastren

Body (Edn mary)
Bl uslassllueiir Tem mEaA B °x 9 Biws
L0

5. Save or publish the node.

TIP: Customize the homepage preview by clicking Edit summary and entering
homepage preview text. Keep previews brief.

J—

Body (Edit summary) =
| | v |
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15. Creating News Entries

An MSA must set up the homepage to display the What’s New block in order for
news entries to be accessible without the use of a link.

1. Go to Content > Create > News in the admin menu.

Content  People
My Workbench

Create
Content (All Sites)

Content (Current
Site)

Title your news entry.

w N

Groups audience menu.

Blog Entry
Event
Link

News

D v

Select the minisite(s) with which the news post should be associated in the

4. Populate the content of the news entry in the WYSIWYG.

Title *
My Nows Post
Croups audience *

Dept of Useldl Fact
Dapt of Yol Nonsenss

Tody (F o ymm——nry)
Blus.ri-llld!-::,’: E e -
- mEGJAL N

oA B % % 9 B Soes

Fout . ae || B mRE Qo9

2OXT 2R

5. Save or publish the node.

TIP: Customize the homepage preview by clicking Edit summary and entering

homepage preview text. Keep previews brief.

J—

Body (Edit summary) =
-

| |
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16. Creating Events

An MSA must set up the homepage to display the Events block in order for
events to be accessible without the use of a link.

1. Go to Content > Create > Event in the admin menu.

#
My Workbench

Content  People

Create Blog Entry

Content (All Sites)

Event

Content (Current

Link
Site) o

Hews

Title your event.

audience menu.

Select the minisite(s) with which the event should be associated in the Groups

Select the appropriate date and time settings.
Populate event details in the WYSIWYG.

Tule *
Totnng Commiies Mestin

Croups audience *
Dept of Unafid Facse
epx of Tomithc Noomanse

DATE

Dare Time

SIRE

o

FEAB X NE

s BEQ oD

2D NF 26 B

6. Save or publish the node.
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17. Creating a Links List

An MSA must set up the homepage to display the Links block in order for the
link content type to be accessible.

Please note that the link content type is not how to add links within body text;
see Section 8 on page 14 for instructions on creating links within the WYSIWYG.

1. Go to Content > Create > Link in the admin menu.

Content People
Create Blog Entry

My Workbench

Content (All Sites)

Event

Content (Current
Site)

2. Title your link.
3. Paste the destination URL in the URL field.

4. Enter the desired category in the Category field (e.g., State Services,
Resources, etc.).

Title *

URL *

Category *

5. Select the minisite(s) with which the link should be associated in the Groups
audience menu.

6. Save or publish the node.
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18. Creating Welcome Text Areas

Welcome text areas appear on the homepage immediately below the slider
images, or immediately below the top navigation if no slider images are used.

1. Go to Content > Create > Text-Area in the admin menu.

Content

My Workbench

People

Create
Content (All Sites)

Content (Current

Blog Entry
Event

Link

Site)
News

Page
Slider Image

Social Link

Text-Area

2. Title your text area.

Select Welcome from the Text Area Type dropdown menu.

4. Select the minisite(s) with which the text area should be associated in the
Groups audience menu.

5. Populate the content of the text area in the WYSIWYG.

w

Tale *
Toxt Area Typw *
Groups audience *

wit of Usaried Facts
Oegt of Tenthic Nomeome

Sudy (Lda
BIrusEls2eflarss: 4e=
- @ @ JdELQ

sumimury)

A B x x 9 6o

™ - EXQAN 0SB QRS- 2 RE

6. Save or publish the node.
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19. Creating Featured Text Areas

An MSA must set up the homepage to display the Featured block in order for
the link content type to be accessible.

1. Go to Content > Create > Text-Area in the admin menu.

Content People

My Workbench
y Create Blog Entry

Content (All Sites) Brent

Content (Current Link
Site)
News
Page
Slider Image

Social Link

Text-Area

2. Title your text area.

Select Featured from the Text Area Type dropdown menu.

4. Select the minisite(s) with which the text area should be associated in the
Groups audience menu.

5. Populate the content of the text area in the WYSIWYG.

w

Tithe *

o 1o Our

Text Area Type *

Fustirne

Groups sadwnce *

Dt of Unadul F ety
Dept. of Tentic Nonammas

Body (Ldit sammary)
B I usElsa2elFs Pew o MDA Q XXM E
7

4 @ &AL

6. Save or publish the node.
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20. Creating Slider Images

Slider images appear immediately below the top navigation menu on the
homepage. You can add multiple slider images to create a carousel; we
recommend having no more than six published slider images at a time.

Slider images must have a minimum dimension of 941 x 338 pixels and be
no larger than 256 MB.

1. Go to Content > Create > Slider Image in the admin menu.

H Content  People
My Workbench
Create Blog Entry

Content (All Sites) Event

Content (Current Link

Site)
News

Page

Slider Image

Crnrial link

2. Title your slider image. The title will not display to unauthenticated users.

3. Select the minisite(s) with which the slider image should be associated in the
Groups audience menu.

4. If you want a header to display beneath your slider image, put header text in
the Headline field.

Tivke *
i 5kt

Coomps andience *
Going Pacie
Tept of Used

fie Mot anie
Headline

lmage *
Chaoss Fle  Ne fie clasee

fan 750 Mu
v g of g ey
than ¥ 1x318

Image Link
Rody (Lt summary)

B yusElzamgfle i wew mSA D x X Ewe
- BRQANO0ERORS ?20a

Thee SiocSie rdattygrrs = 8 sofyus [rerd AN ceeTIreT A5 atern dewi el 31 ¢ g of

5. Click Choose File and upload the desired image in the Image section.
6. Click Crop after the image uploads and select a cropped portion of the image.
Click Save when you are happy with the selection.
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7. If you would like your slider image to link to specific page or website, paste the
destination URL in the Image Link field.

8. If you would like content text associated with the image, populate it in the
WYSIWYG.

9. Save or publish the node.

The Pacific Platform!
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21. Using Webforms

While all users can create webforms, the Results tab is only visible to MSAs.
Additionally, only the MSA who authored the webform can access the results
tab. The easiest way to ensure your team can access the results tab is to
transfer the authoring information to an MSA.

Please note that Pacific webforms should not be used to collect personally
identifiable information (PIl).

_.i"c'"u -V.g‘mm:s Authored by
Kjanew ay
URL parh setungs save Uie \
Revision information Authored on  TYPE USername to

change node author

Scheduling options

Aathuoting misrmation

21.1.ADDING A WEBFORM TO YOUR MINISITE
1. Go to Content > Create > Webform in the admin menu.

Content People
Create Blog Entry
Content (All Sites)

My Workbench

Event

Content (Current Bink
Site)
News

Page
Slider Image
Social Link

Text-Area

Webform

2. Title your webform.

3. Select the minisite(s) with which the webform should be associated in the
Groups audience menu.

4. Populate any introductory text for the webform in the WYSIWYG.
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Body (EAit summmiarny)
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mEFE QS0 s ?2 @

5. Save or publish the node.

21.2. ADDING FIELDS TO YOUR WEBFORM
1. Click the Webform tab at the top of the page to add fields to your webform.

Colorado e oawes rors

View Edit Webform

i

2. Title the form in the field in the Label column and select a field type from the
dropdown menu in the Type column. If desired, you can make a field
mandatory by marking the checkbox.

3. Click Add to advance to the Edit component screen.

ARRL ™S VAUS MANDATORY OPEIATIONS

4. Make any desired changes to the form field within the Edit component screen
and click Save component at the bottom of the page.
5. Repeat steps 7-9 for each form field you want to add. When done, click Save.

LAFTL e vALUE MANDATORY OPERATIONS

21.3. ADDING EMAIL RECIPIENTS TO FORM SUBMISSIONS

You can set up the webform to send submission information to entity
employees, allowing your team to receive prompt notifications of submissions.
Pacific also allows you to set up confirmation emails to be sent to the
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individual who submitted the webform if you include E-mail as one of the form
fields.

21.3.1. Setting Up Internal Notification Emails
1. Within the Webform tab, click the E-mails button toward the top of the screen.

\ VIEW EDIT WEBFORM

Form components m Farm szettings Form validation

2. Select the Address radio button and enter the internal user’s email address.

E-MAILTO SUBJECT FROM OPERATIONS

Currently not sending e-mails, add an e-mail recipient below.

® Address: | example@state.co.us Add

—
Compeonent value:  Email address ¥

3. Click Add to advance to the Edit e-mail settings page.

4. Click Save e-mail settings at the bottom of the page.

5. Repeat this process to send notification emails to multiple entity employees.
21.3.2. Setting Up Submission Confirmation Emails

1. Within the Webform tab, click the E-mails button toward the top of the screen.

\ VIEW EDIT WEBFORM

Form components m Farm settings Form validation

2. Select the Component value radio button.

E-MAIL TO SUBJECT FROM OPERATIONS

Currently not sending e-mails, add an e-mail recipient below.

Address: email@example.com Add
® Component value:  Email address ¥ I

3. Click Add to advance to the Edit e-mail settings page.
4. Click Save e-mail settings at the bottom of the page.

21.4.CREATING A CONFIRMATION PAGE
1. Within the Webform tab, click the Form settings button toward the top of the
screen.
2. Populate the content of the confirmation screen in the WYSIWYG.
3. Click Save configuration at the bottom of the screen.
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22. Glossary of Content Types

a. Banner - The banner is one of the most visible regions of your website; it
appears above the top navigation menu across the entire minisite. The banner
can consist of logos, slogans, and/or contact information. Only MSAs can add
banners.

b. Block - A block is a region of space on the homepage of your minisite. By
creating a block, you can highlight a specific paragraph, links, new
information, events, videos, and more. Only MSAs can add custom blocks.

0

Blog - Blog entries are a content type used to highlight timely information that
is relevant to the entity. The three most recently published blog entries will
populate in the Blog block on the homepage, with older entries being
accessible via the view all link.

d. Event - An event is an occasion that will take place on a specified date/time.
You can create an event and it will populate on the Events Calendar, a block
type that MSAs can feature on the homepage.

e. Footer Link - The footer region displays across the entire minisite. Popular links
for the footer region include contact information pages, career information
pages, About Us pages, and other entity minisites. Only MSAs can add footer
links.

f. Link - Links lists highlight featured internal and/or external links within a
homepage block of your minisite.

g. News -News entries are a content type used to highlight timely information
that is relevant to the entity. The three most recently published news entries
will populate in the What’s New block on the homepage, with older entries
being accessible via the view all link.

=y

Page - Pages make up the majority of the content on the most minisites. They
provide information on a specific topic to end users and can contain images,
links, iframes, and more.

i. Slider Image(s) - Slider images are located directly below the top navigation on
the minisite homepage. The slider image section allows you to highlight
specific programs and information using graphics, and also add a customized
look and feel to the website’s design.

j. Social Links - These links help increase referral traffic from your minisite to
your social media pages. If utilized, these icons display in the bottom right
across the entire minisite.

k. Text Area - This content area can be added to your homepage in one of two
ways:
a. Welcome Text - This text area displays below the banner/slider image area
and above the set of homepage blocks.
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b. Featured Text - This text area allows for a highlighted text region that falls
within a specified block on the homepage.

l. Webforms - Webforms allow end users to contact your entity directly through

the website, complete website surveys, or provide other information using
these customizable forms.
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23. Security Best Practices

23.1.PHYSICAL SECURITY

The system console should be located in a secure environment (locked room,
cabinet, etc.) where only authorized personnel are allowed. If there is physical
access to the computer, it is easy for a customer to break in or misuse the
system.

Do not leave the console logged in if you are away. Change your computer’s
settings to automatically lock after 5 minutes of non-use. Make a point to
completely log out of any secure website and close the browser window every
time you complete a job. Failure to close the browser window may result in the
log-in session remaining open.

23.2.SYSTEM MAINTENANCE

Maintain your systems with the most current security patches (aka Service
Packs) from your system’s vendor. This will close most of the known security
holes. Limit the number of services and applications you are running
simultaneously. The more services running, the greater the risk of exposing the
system to exploitation. Finally, remove any programs or applications not being
used and defragment your hard drive on a regular basis to help your system’s
overall performance.

23.3.PASSWORD SECURITY

Never store password as plain text or write down on paper. Use encryption
utilities if you have to store the password in a file for some reason. Do not
share your password with anyone, including your coworkers.

m Page 37 of 37



